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INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and Hi ory, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. e 7 / 2 o . z - o 3  I '  I 

f 
____~ 
pplication Date 

pplication Number Date Completed 

~. 
~ ~- 

. Person to Contact 

. Action Requested 

Working Title 
Alice Black Special Projects Coordinator 656-3916 

- .~ __ *- ~ 
. ~. ~~ ~ ~ . . ~ ~ ~ -~ - 

a. 
b. 

Establish Retention Schedule; record will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

5. Recoids Series Title (followed by title used in office; if different) 

Approved Appl-ications for Licensing Registration (Brokers/Salespersons: 
~ .- ~. __ _ _ ~  ~- 

#. Division and Office Function 
The Real Estate Commission regulates the,issuance and reissuance of licenses to real .estate 
brokers, associate broie-s, and sales>ersons, additionally establishing rules and regulations 
relating to the professional conduct of the real estate profession in Georgia. It ac.cepts 
complaints, reviews misconduct, investigates alleged violations of State law or Commission 
regulations, and takes disciplinary action against a variety of improper precedures or unfaii 
trade practices. 
enjoin such practices, the Commission, after proper hearing, may censure a licensee, or 
suspend, revoke, or refuse to renew' a license to practice. 

What i s  the function of the Division and the Of&e in which this record series i s  created? 

In addition to reporting violations to the Attorney General for action t o  

- - ____-- 
I. Record Series Description This file contains the following documents (include form numbersad titles, if any): 

Attach samples of the file. ' 

Documents relating to: Ap2lying for Brokers or Salespersons license o r  registration i:i the State 
of Georgia subject to evaluation and approval by Board. 

Included are: Licensee Application Forms: 

-Name, address, date of birth and other personal data 
-Documentation of educational background (may include offical transcript) 
-Experience and training record 
-Veterans information 
-Test results 

-Wall certificate and pocket card 

- 

-Evidence of previous conviction or disciplinary actions / 
.File i s  arranged: .. x 

. .  .~ . .. BY license nw&er . ~ .  
-~ ~~ ~ = 

How'often are records referred to which are: ~ . . I  

2 
3. Monthly Reference Rate 

One to six months old AL-; Seven to twelve months old -.; Thirteen to twenty-four months old 
c 

__ 0 . ' .  
. .  . 

' -. twen&five ~~ ~ ~ mo-nths and older ~~ ~~~~ ~ ~~ 

3. Annual hate .~ of A&umulation of Records , .  
, ,  

Letter-size drawers 1 5  ; Legal-size drawers ; Shelves ;Other (specify) 

~~ ~ ~~ ~ 
~~ ~~ 
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- -~ _.___I_ .____ 
. .  

1 ~ - 1 f o ~ w h e r e ~ e ~ ~  
b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 

* 
5 Cont abs-per s onal i n f o ~ r m t i m  ~ax9~as d u a t m ~ -  .__. 

c. I s  t l- js a-vitalrecord? ~ ~, .~ ~ . - ~ 

I 

~ ~ d. ~ - Does this ~~~ series have histolical or long_tEm~reEarch value? .I__.. 

e. When one or two documehs,in the file make it necessary to keep the entire file for a long period, could, the+? 

f, Is thenfor_mation'contained in&~wies~&er r?ubliLhe&lfyesA'tacl,  my,^ 

c. i 
dQcume_nts be sched~uled separate lyL ~ . ~.~~ ~~ ~ . -~ ~ 

I .  
f- 

g. Is the information contained in this s k i e s  ever analyzed and/or recor.ded in a summarized report?. 

h: I s  there a,duplication of this series in your office, or in another office or agency? 
attach  COPY'.^ -Commission   report, Annual -Repart, _Newsletters, . Certlf&a.$&!X I - 

If y e ~  wheTe?- ~ __ -~__I-__~~- 

j- Does the record series result in a cnmputermintout? ~ (Per~i~en_tt_DataExtracte~Qi-~e Atbcbmenm- 
i , l~hir~ri~slnramainrpor_tion of itl.resularly~mi~~ilmed7 7' 

!I. Retention Requirements The following requires the series to be kept: 

a. State Law NotsWecl f ied  years. d. Audit period 7 ~ years. 
b. Statute of limitation --- . _____years. e. Administrative need - - __ __years. 
c. Federal law ~~ 4 ~-years. f. Federal retention instructions ~~--years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

OCGA 43-40-7 - Outlines qualifications for licensing 

- >  

., , . .  

Administrative Need: To respond to inquiries and legal actions regarding validity of 
applications and licensing. 

~ - - 12. Approved Disposition Instructions This agency recommends that the f i l e  series be cut off a t  the end of each: 
(gl Calendar Year; 0 Fiscal Year; Other --then, 

B Hold in the current files area --month(s) 1 yeads); then 
0 Transfer to local holding area; hold __  -_-year(s); then 
B Transfer to State Records Center; hold A . y e a r ( s ) ;  then 
E4 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

These instructions apply to- future accumulations of the series. 

Recommendations in para- 
jraph 12 are approved. 
Vf disapproved, attach letter 
,f explanation.) 

e Auditor/Designee 
~ ~ ~~~ 
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